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FOREWORD

This puj2lioltion provides leaders'of public school adult eduCation pro-
grams with a practical guide to the organization and content of a workshop
for mature women Who desire to return.to work. The section on organization
presents the rationale for such a course. If also treats siich basic matters as
the selection of the workshop leaCier, the promotion of the woçkshop, and the
conducting of such a workshop. The section on scope gives a session-by-ses-
sion account of the actual workshop. The appendix provides a bibliography

-
as Well as information about educapon and ttining programs.

Deep appreciation is expressed to Mrs. Henrietta F. Rabe, Associale,
I Bureau of Special Continuing EdUcation,-for her tireleis and devoted efforts

in carefully gathering and organizing' the material for this publication and
tor writing .the manuscript.

Appreciation is expressed for the interest and valuable contribution
of the following individuals:

Miss Guin B. Hall, Deputy Commissioner, Women's Program, New
York Statf'Department of Cdmmerce, for ,her generous assistance in
sharing materialspeepared by the DepartInient, inauding the Catalog
oft Job Information Sources; for her suggestions ss to other sources
gf information on job counseling, arid for herlritical reading of the.
manuscript

Miss Elizabeth). Ewell, Associate, Bureau Of Guidance, New York
State Education Department, for reading the manuscript and making
nuinerous suggestions which hoive strengthened and riched its
cdntent

Miss Carolyn Green, Asiociate,Employment Consultant, unseling,
and Dr. Pauline K. Anderson, Associate Employment Consultant, Test,-
ing and Test Development, Division of EmplOment New York State
Department of kallor, for their helpful advice and for their recom-
mendations regarding cooperative relationships between schools of-
fering th workshop and the New York State Employment Service.

Appreciation is also expressed to the following individuals who pio-
heered in job counseling for women, and whose experiences contribUtkd
significantly to the preparation of this publication: Miss Ann Cronin, Direc-
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tor, Seven College Vocational Workshop, New York City; Dr. Niki Kominik,
Grey Advertising ampany and Counselor, New Y6rk Advertising Job-
Finding Clinic, and Advertising Career Clinic; and Mrs. Marcia Singer, In-
structor, gew York University Center for Continuing Educciltion and instructor
of job* counseling classes offered bi three public school adult education
programs in Nassau County, Long Islanil; and to Elias R. Kagan, District
Executive Director, Vocational Service, B'nai B'rith, 'New York; aria Mrs.
Lucille Kinne, President of the Business and Professional Women's Clubs of
New York State for her, ideas and sharing of materials.

This project was developed under the guidance of Dr.Nivienne Ander-
' son, then Chief of the Bureau and nOw Director of the Division of the

Humanities and the Arts. The manuscript was edited and,prepared for
publication by Vernon C. Alloyne, fçrmer Associate, Bureau of Continuing
Education Curriculum Development.

WILLIAM E. YOUNG, Director

Curriculum Development Center

iv
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INTRODUCTION

Women today- are a very irnpo ant part of the natio-Ws work: force.
It is no longer considered unusual for a woman to maintain her responSibili-
ties as a homemaker while enjoying a career outside the home. Currently,
there are 21/2 million women workers in, New York State, representing over
a third of the State'i manpower.

The .nature ,of New York' 'c,nen workers has changed appreciably
during the past decade. Today the verage working woman is married, has
reached her fortieth birthday,/ and finds herself engaged in a wide variety
of occupations outside the homer slthough the largest number work in dent-
cal occupations, 13 percent are e gaged in profeisional %technical work,
and this number is growing rapid v

More thqn in any preifious eneration, it i now possible for men and
women to make, a variety of cho ces concerning their roles in life. However,
for the woman who has spent 2 or more, years ai a homemaker, this choice
is not easily made. In Mani cgs s women do not realize thalt the); have -any
choice, or that they are wanted nd needed as workers.

. .
Clearly, there ir a n ed provide information and guidance on Op-

tportutlities for .mature women n employmentinformation on"opportunities
equal to theit abilities; onithe Iemands of a job, and how to look for a job.
This short term course, Back! Work Workshop for Women, cOnducted by
local public school adultiedu,ation program leaders, should be of material
help to women who wish to rn ke a transition from home to the world ofx.ork.

PHILIP B. LANPWORTHI

Assistant Commissioner flor.
Pupil Personnel Service
and Continuing Educat n

/
I

MONROE C. NEFF, birector

Division of Continuing Education

6



CONTENTS

Pdge
FOREWORD

-- 4 iii
..

INTRODUCTION v
PART I. ORGANIZAIION OF THE WORKSHOP 1

- IntbIion to the WorkshOp 2 ,

PeI1ption of the Workshop
Selecting the-Leader 6
Promoting the Workshop 7
Suggested Flyer 8
Conducting the Workshop 9
Cooperathig With the State Employment Service 10

44t

PAF II. SCOPE OF THE WORKSHOP _______?...._ 11
Session I TKe Plus and Minus of a ilob N. 12

Worksheet AA Job and the Family __________ ______ 15
, Worksheet BA Self-Inventory 16 ,

Session II Current Employment Situation ___________e_____1 17
Worksheet CAssessing Your Skills , 19

Session III Job Mart _________ _____ __________ ___ 4
Session IV How To Look for a kb

. Session V Ap lying for a Job - 24
Session yr R rtsiirr-Job Researching _,... 25

Wo sheet DEyaluation of Workshop 26' , .-

PART III. \ APPEN Z
_..._ 27 /-

Follow4 Report . -
. -, 22q,

Selected References ____________ _______ _______ ________ ......,_______ 9
Job Training, Guidance, and Opportunities for :

Continuing Educatiqn Through Public School Adult ,

Ectcation _______
'....__ 34

Adult Secondary Educatiiion
Business nd Office Education

3/3
38

:Distriby ive Education 39°

H6me conomics Education N-. ao
Manpo er DevJo ment raining Programs

, 4- 4 41
/



Part I
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TNTRODUCTION TO THE WORKSHOP

Today's mature American woman is creating a new image of herself.
She is a youthfukature woManyouthful both in appearance and in mental

i outlook. In 1960 over one-third (34.8 percent) -of New Ydrk State's women
between the ages of 45 and 65 were in the labor force. The need for
women in employment continues to rise, and job opportunities for older
women are expanding. However, many women Who would like to work are
not fully aware of their abilities or how to go aboutfinding a job which will
make maximum use, of t ilities. Some women have never held a job
and have no sped skills,but their experience as homemakers or
volunteers can be put to use vocationally. Some feel that their work skills
need sharpening after prolonged absence from a job. However, they do
not quite know what to do about bringing these skills up tce d te for today's
job needs. Some are confronted-with the dilemma of not kn ing whether
it is a job they really want, or jutt ainew and challenging role.

These are not unhappy housewives and mothers seeking escape from
their families. In many cases they. hove Orown children. Some have rffcently
become widowed and need to support themselves and their families. Some
want to .help with the family bills, tc; obtain some-"extras" forlreir famine's,
or to help insure a college educatiafor their children:Some are contributing
to the suppW of aged parents. They are women in their forties and fifties
who, in genl, can expect to live agother 20 or 30 years of reasonably
healthy life, qnd they want those yeaii`tabi"useful and productive.

Ourcexpanding economy requires that an increasing number of mature
women nter or re-enter:Ihrlabor Market. The U.S. Department of Labor
currently reports thqt the fastest growing occuemtions during the next
decade will be the professional, technical, service, and clerical occupations,
in which the employment of women is high. In41265, for example, women
heid 7 out of 10 clerical position's, 5 out of 10 servitt) jobs (except private
household), and about 4 out of 10 professional andttAhnical positions. Our
increasipg population, with its increase in manpower needs, Will require that
a greater propoition of women fill the manpower gap, particularly in view
of the declining unemployment rate among male workers:

Another expected increase in manpower needs ifor the subprofessional.
wor In many areas, consideration is being given to the question of how

2
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the nonprofessional aspects of many professional jobs can effectively be
assUrned by persons with less than professional trOining. This is particularly
true in the health service's (hospitd1s, clinics, health centers, nursing homes,
laboratories) as well'as in social work and teachingareas traditionally

. open tdwom, en.

The.unused talents of mony women, college graduates are Orefintly a.,
concern Of the academic world, Ond have resulted in an effort on the part
of some colleges to' encourage farmer graduates to update their schooling
and to make maximum use of the education thaftook years to acquire.

The Seven College Vocational Workshop, for example, sponsored by
'Barnard, Bryn Mawr, Mount Holyoke, Radcliffe, Smith, Vassar, and Wellesley,
has been offered at Barnard for the past few years to help mature, college-
educated women reorient themselves to the needs of the labor' Market and
to make productive use of their abilities and 'eddication, either vcitationally
or as citizen volunteers.

A few institutions of higher education, including Hofstra University, New.
'York University, and the New School for Social Research, have offered
courses of a similar nature for wonien.with college backgrounds.

C in public,adult education programs, a feW school systems, includ-
ing .those that follow, have offered similar courses for women: Baldwin,
Franklin SquSie, Port cVashington, and Rockville Centre (in cooperation,
with the Nassau County VOcational Education and Extension Boar-d). Courses
of &somewhat similar nature have been offered by the Amherst-Snyder Cen-
tral School and the Mt. Vernon Public School adult education prograMs,
with cooperation fromr the local Business and Professional Women's Clubs.

Atso, in recognition of this need, a number of voluntary organizations
and groups have organize41 and conducted institutes, clinics, and job data
surveys. Notable among these are the efforts.of B'nai B'rith, the Business
and Professional Women's Clubs of New York State, the New York Adver-
tising Club, nd the YWCA..

Govern Lisielt6n A. Rockefeller has shown his cowareness of this
problem by ap ointing the Governor's Committee on the Eduotion 'and
E ployment of Women, to study the problems and make reconrietiiions
or the implementation of its suggestions by the State.

During its deliberations, .such points as the following we
emade, by the committee:

An increasing number of women desire to re-enter th labor market

.411Pir
1 0
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A,

and to engage in Work of their own choosing so that they may
achieve maximum productivity and personal satisfaction;
These women need encolfragement to overcome their lack of con-
fidence

k ,
They, need orientation to job opportunities and present-day job re-
quirements
They need information on existing opportunities for training, re-
training, and continuing education.

In its repoit, dated December 1964, entitled New York Women and
,Their Changing World, the Committee clearly raised thekquestion, "How .

can State agencies aid in the guidance, retraining, and continuing educe-
tion of womh who mdy at some time return to the labor forcer' The educe-

)tional offering outlined in this application can be one contribution whieh
the public school is well equipped to make and to offer throughout the State,
at a time and place mosrtonvenient to those who would avail-themselves
of it.

kA.

4
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. TCRIPTION OF THE WORKSHOP

A 6-session, 2-hour workshop for mature women, providing informa-
tion on possibilities forgentering or re-entering the world of work is envi-
sioned. The workshop might well be offered durieg the day at hours most
convenient for nonworking., mature women. It is suggested that enrollment

' 'be
limited to 20 students. The course can be expanded, if it seems desirable

to do sb, to allow more time for some of the areas ofIdiscussiori.
k,

These worksho`p sessions will include the following activities:

Discus'sion 'and dissemination of information as to what is involved
in a return to work

Taking self-inventories

Information about job 'opportunities, with special , attention to the
new and developing occupations

Suggestions on how to look for a job

Self-employment ideas v

Preparation of a letter of application and resume

-0
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SELECTING JIE LEADERr' ... , .. .t. . i */ .
... 0

, . , ' . 4.. .-, :,`

-
'" .c

The person selected to Condu *is worlithop mushh e a thoroUgh -

yrkderstanding of the motivOtions an4 drives' oi Americah women Of today
and their changing role in the labor force. She must have the %linty to es-
tablish' rapport with all of th participants in order to giye,thent &sense of.

i - '
securityluonuld they experience anrfeelingrof frustration or insecurity, '

Mr of professional competency, the leader .shodld have a back-
ground in vocational counseling with adults, either through training or
experiftnce. Persons with the necessdry professional skills generally can be
found in State eMployment offices; ih schools, serving as guidance court-

, selors for adylis; in placemept offices of business, industry, unions; and,
P.' sornefinies, in voluntary or i iganzatons which provide siDecial couhseling

servkes. .

- For sonwof the sessions, it will be necessary to ;obtain the help of
specOlists, such as representatives 'of the State Employment Service and,
personnel directors from local business .and industry. This means that the

ii. workshop leader should beuable to identify local persons who can make
vgluable contributions to the workshop.

Using Resource Persons

S'Whenever a resource p on is invited to participate, he shpuld be
well brkefed about the problems and needs of the class niemb-ers. He shoisld
be asked to be candid and realistic in presenting facts about his Ittecial,
fieldthe op1:7-ifies, hazarck, requirements, training, and preparation
involved.

Speakers should be requested to illustrate their ideas generously with'
actual situations. They should btold tliat the workshop members will be
rooking for specific answers to the questions they raise. Speakers should be
encouraged toeing pertinent materials with them for distribution.

-.4t*
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PROMOTING THE :WORKSHOP,

,

_Get t171114elp of YoUr Local Nevispaper. .

P
-' Make persorl: contact with a reporter froin your local newspaper .

some weeks in odvance of the Worklop.Discuss withhim the local neeil ior a
course of this type and the plans Ou have 'develOped for it. Try_to interest..
him in Writing a series of articles about the -workshq . The first such article
mi ght relate tO pekiinent information in the State ublication, Nevi York
Wornin;using data from the Iota! State Employment rvice.

This article might be folIosrd'with an announcement describing the
workshop and speaker& Stress that this workshop is to be offered during
the dcw when it would be most convenicint for nonworking women. Ask the
newspaFier to publish a registration blank:

During the series of workshops, the newspaper might be willing to
prepare a feature story based on the women who.are participating.

In all such articles, keep in mind future "course-takers." Hive inter-
ested persons 4nd in their names. for possible future workshops. Also, re-
member that these articles, in addition to -reaching other womelmhould
help in developing a better underitanding ofihe value of hiring mature"
women by local employers.

Send Out a Flyer' A

Since this is a new offering, it would also be adiantageouslo prepare
a special flyer for distribution to women's organizations, church groups,
and PTA's. Ask the librarNo post the flyer on its bulletin board, and keep
copies on hand for further distabutiolt

Another Source of Pro4tion

Discuss this new course offering with the program director of thilocal
radio station. Suggest Shot he &range an i iew-type program, to dis-
cuss the community's need for such a cours

ir
ncourage him to use spot

, announcements well in advance of registration, usingdata given in-the flyer.

1 4,
q,
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. sAUGGESTED FLYER ,
/

iv-

CAREER WORKSHOP fOR411AT7WOMEGN

. ,7Something New. .

Just for You -1' 1
A works op for mature women

-' Offered by
Name of School,

i Address' Of School
- Telephone Number

/ Adult Educatiott p.rogram
/.` of -X Sch. System

Are you searching for
something different and 'new?

?

!
/Perhaps you will find this

/ message "just for you.:'

Would you like to

t
Add to your faMily income?,k

Make better use of your talents and skills?

9Make better use of your free time? o

Prepare for a "second career"?

If your answer to any of these questions is "yes," register for this workshop
and get practical oilvice along with other women who have similar goals.

Registration dates:

15



CO4DUCTINq THE WoRKSHOP
a

-.
This workshop has beee conceived as an offering in hich each Par-

, . 0
vticipantwill try to find a solution to her own problem rcogh purposeful
job planning. Assstanc will be- given regarding.re rde materials) job-
finding .infokmation, a lob-finding technicpoi: I addition to
searching for `personal u partici nts we e d to shdre4heir,finciingS,
to give others eniouragement and, In gen ne another. with

4constructive*riticism-and spggestions.
*:

The-worksThop lechier 'and specialists have Hy responsibility for help-
ing the woAshop members to gain better insightif into/Msir own-situations.
by providing information, on new and deverop- manpower needs, bi
identifying local resources, nd by suggesting teference,materials
employment information: *-

A list of selected references, Aluded in th appendix, might be dupli-,
cated for distributicin. Reference/4141d be made to these materials during
appropriate sessions, and wojkshop melpfsers should ,be encouraged to
seek such free 6nd ineXpensive niaterials/

It is highljr desirable to have on hnd one or two copies of ccu-

.,

pafional dutlook Handbook for corOnient reference by members of the
group. This publication contains baiic, current career information%for use
in guidance. It is very likely that the school library will have copies., .

Where the librarli has ,other 'materials that have been suggested, it
would be desirable to borrow them for the use of the group during the.
workihop.

16



COOPERATING WITH THE STATE
EhIPLCNVIENT SERV ICE ;

t

As soon as a school system decides to offer this workshop, the director
df adult education should ontckt the area 'director of the nearest Area
Office' of the State Empl ent Service to seek active cooperation in the
following organization esponsibilitiees:

, .

mmendationflor a possible 'workshop leader or ca-'Minn
.o motor

Getting recommendations from the Stdte Employmegt Service as to
the specialisis best equipped to help during the sessions suggested .

in the courie 'outline

Makin arrangement!. for-further vocational counseling and aptitude
testing oFkshop memberi by the State Employment Service during

, or following the workshop wbere that seems desirable.

Area Offices are located as follows:

Syracuse
Stdte.rEmployment Service
614 James Street;Syracuse 13203
(Covering Buffalo, Rochester, Syracuse, Binghamton)

Albany
State%Employment Service -

State Campus, Albany 12226
(Covering Albany, Utica, Schenectady, Westchester, and Long Island)

New York City
State Etilploymeint Service
370 Seventh Avenue, New York City 10001

,(Covering New York City)

.

,
10
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Session I

THE PLU AND MINUS, OP A JOB

Topics for Discussion

1. Introduction to the course
isiature of the workshop
lesPonsibility of each partkipant
Description of the six sessions

2.*Womanis placejob;home, or both?
Wren in Aployment
Women going back to sChool for training

3. The meaning of a job -
Satisfaction derived from work
Family ipnsiderations .

Cost fagors

4. Taking ,sto& of oneself
Worksheet A - A Job and the Family
Work;heet B - Taking a Self-Inventory

Suggested ProcedUres

In this inVial contact with the group, every effort hould bi made to,
arouse intereh and enthOslasm, to stimulate lively parilçlpation, and to
make each participant aware of her personal responsibili for purposeful
planning. -It should be made clear that each workshop member is expected
to try to find a solution to her parficular problem(s) by reading, preparkg-)
written assignments, and doing job resea'rch. The leaders and specialists
Will, -in turn, provide informiaion and guidance on the maximum use of
existing resources. Other than short meetings after class, guidance will be

12

_
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.

. limited to the wollishop discussions:Tell re group that anyene ho may b\ 'hesitant about raising a question. in clas should feel free to giye the q s-,
tiolgaito the instructor in written form. Answers will be given pith id- de

tially er.rribetings, or to the class ctS a whole- without identi mg the \
c.per n rai *ng the question. l \ ?) 1.Ope with arstatementobbout "the changing ole of the Am loin

P

After an initial statement, involve thegrouj in a discussion about
h questions as the following:

What dayou think about the so=called "fenu ne mystique"?
/ this the con-I/non point Of view of :harried women today?/

-

What are some of the prOblems encountered by working wives?

When cdn a fariiily be penalized by Naving a working mother?

Can O .career be satisfactorilyisombined with running a household

Follow With ;discuss:kr on the topic `too job and its meanin
such 'queition1 as:

What does a obçictually prAin over andbeyond the sak,

Can these satisfactions achieved in ',activities other th
employment?

What does ane have to give up in accepting:4AD?
. .

After sufficient; discussion distribute Worksheet-AA Job anitt amily
(see page 15) and explain that finding ,answers',I? the abOve qnestions
may help ihf.group to understand its" situation afift1 to make JU r vdiue
judgnients. Have the group discaosthese and related Inestions.

4 Before- the close of the 'meeting, distribute Warkiheet.
,

- inventori(see, Page 16), which should be filled out during the week and re-.
tinned:whit' Mrksheet A, cit the 'following sessioit: Instruct the members
to include all their exiweriences, abilities, and vocationarskills. Tell them to
"dig out" any Skills or talents that might have been reyealed throngh hobbies,
part-time jobs, or volunteer service. .

.

When self-inventories bre brOuglit back to 'class, they should be care-
fully stndied by the wo;kshop leader, who must realize that at this poiet,
most of the participants will not' knew for which field they are best equipped,
or which they really wish to. enter. Many will have-limited work experienCe
and training. Some Itho worked earlier in life may not want to return' to

2 0



. ,...,;--/-
....,

their former employment. While they do not aspire to -m jor careers, they
do-not 'desire to lake a routine job merely for the sc#ce of h ving a job.

At a laterkidatepnembers of the group shouldi be as, ed to fill in Work-
. sheet! a secoal time. The answers on this set% d sheet May sholpisignificant -,

changes resulting from their new understandifl of their Ospirafioni, abilpies,
and potentialities. Before the terniination of the, course, these self-inventories
should be returned 16 the p" articipanti with written suggestions by the leader,

, regarding oCcupational pursuits and job possibilities.-This personal inveritory
----thoilid make it ier for the participants to do job researching without

wasting time.

vi

14
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WORKSHEET A

A JOB -ANti, THE FAMILY

If you are thinking abbut obtaining a job, yeu would do well to weigh
the advantages against-the disadvantages of such a venture. This may start
you thinking about the following:

"Or

What does your\husband think about your working?

Will he think that your working might reflect an his ability to pro-
vide adequately for his family?

Would a job place you in competition with him professionally-e
otherwise?4!.

.ot
Does he expect you td \devote you evening hou;s tO the discus-
sioof problems or situations which
Would he be willing to share in the home responsibilities?

0,-

WPat effect.would your working have on youik, children?

ters on his job? -

What do the) think about your taking a

Are they old enough to manage fo'rJhe
out supeMsio If not, can you cle

them?

Is their health g d? .

How de you feel about your working?

'ob?

selves offer school with-
ndable supervision for

How much time can you really spare for`a job?

Are yop going ,to able to spend ai. much time with your
children as you beli ve you should?

-* Have you enough energy to put in a full day's work, and *en
come home at night and give time and attention to your young-
sters?

-Are'you likely to earn enough to enable you to hire capable help
for the housework? Is such help readily availab e? -

What about thopfamily dinner? Will you be e to tope well
with that responsibility? -

Do you really want a paring job or simply some new and interes
ing challenge?

-2-2 2



/WORKSHEET B

. A SELF-INVENTORY

Name
Address
Education

On-the-job training (if any)

Spare time activities and ho bOs

Health .buly physical limitations

Name fields of work which appeal to you

Paid jobs held Date Description

Description

Other comments

2a



Session H
.

CURRENT EMPLOYMENT SITUATION t ,

Topics for Discussion
1

1
Current employment oPportunities (part-tinl, full-time) at skilled,
paraprofessional, and Profeisional levels Where shortagei exist,
and where there is likely to be \ontinuous recruitment

.2-

.,
Suggested Procedures . \I.

. Thii session requires direct assigtince from the State Eniployment
. : I

Service. In order to identify the person best equipped to discuss this topic,
seek the advice of the area State Employment,Service (location given on
page 10). The person who agrees to mak this presentation should be welle

briefed (see page 6). }le shoukiNbe asked to focus on local and area em-
.floyment needs, keeping in mind the particular potentialities of the work-
shop:group. His presentation should include: ,

0.
The role of the State Employment Service and its functions in re-
sped to job counseling and vocational testing t
Local and area employment opportunities, including the demand
occupations and new and emerging types ot jobs; descriptions of
tasks associated with these jobs, the general qualifications for
them, and the physical demands such jobs .o

For example: Market Research Field Interviewer
..i,,

Work in: Market research agency; market research depart-
ment of advertising agency; government (labor statistics)

Duties: Obtains, for research purposes, infoimation regarding
topics of public interestradio and television programs,
consumer productsby conducting individual interviews with

24
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the general pttblic or selected groups, :using a- pripcired
questionnaire, and recording reat'3pns tO inquiriei: Inter-
views may range from the simple theckliitNuestionnaire to

-the more complhx.depth inietilew. Interview i* telephone.

Qualification!: HighstcNOI or college grci,cjuaion, physical
stamina for consilderable walking, sta g, climbing of
stairs; ability to establish rapDwJth individuals Of diver-
sified backgrotihds; ility.to presort+ tfuestiOns t9cully ang
to elicit nronihgful resporiibs; ability to workh er pPessure
ih order. to meet deadlines7

Need for.updated

In plarining frhii discussion on self-employment, obt suggestions and
matorials frohr ihe many valuable publicolons of the oman's Program
of tho flew Yikk State De'partment of, Commerch. If Ro ible, fry to iot
speciglistA6m that agency to present this subject. In briefing such a person,
be ssret,ndicafe the amount of time qllocpted for this part of the session.,

As members to research specific jobs.lhen pool their findings:This
involvei finding out which business firms 4and agencies have a need for
specific skills or abilities and then conierring wifh the proper person to get
tip-to-date infermation on existing and future-job opportunities.

jlefore workshop mtknibers leave, collect completed Worksheets. A and
B. These should be carefully stUdied by the workshop leader for the purpose \

I, -

of giving advice and recommendations regardintilob possibilities.



WORKSHEET C
e

-ASSESSING YOUR SKILLS

Frequently hobbies o`i personal
,sheet may help you to do a
areas for which you-,may have

4 some experienCe. You may find

HAVE -YOU A FLAIR FOR
BUSINESS SERVICES?
Accounting (small accounts)

investigaiing
yping

__Duplicating services
_Secretarial services
__Country real estate
Telephone soliciting
L_Fund-ralsIng
_Selling insurapce

--__Marketing research

interests cab be made.to pay off. This work-
bit of vocational self-dnalysis. Check those
a natural flair or with whiCh you have had
"gold"in this worksheet

HAVE YOU, A FLAW FOR HOME
,

HAVE YOU A FLAIR FOR SEWING?
_Columns for local newspapers ,

HAVE YOLRA FLAIR FOR
TEACHING?

_Substitute teaching
__Adult edimation classes
_Home classes

BEAUTIFICATIOtO,'

_Interior decarating
__Antiques
_Lamps and. lampshades

.HAVE:IYOU A FLAIR FOR'
VRITING?

_Magazine wilting

_ResiarCh
_Ghostwriting
-..:Copy for advertising brochures,

Custom millinery
_Upholstering, making,slip covers,

draperies
_Dreismaking

k4.3'.Knitting
__Alteration center
_Shirt hospital, darning, weaving
_Patch quilts an,d spreads
_Hand-sewn childreres clothes,

blouses, handkerchieft'
0-

HAVE YOU A FIAIR
FOR HOME SKILLS?
_Hobsekeeping
_Practical nursing
_Child care
--Nurse'

_Private tutoring

HAVE WA/ A FLAIR FOR
COOKING?

_iiealth foods (for special diets)
_Homemade candy
_Catering and casseroles- -

_Food specialties (jams, cakes,
jellies, cheeses, snioked products) -

_Food processing

26
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HAVE YOU A FLAIR FOR
:WORKING XITH BIRDS, FISH,
OR ' ANIMA4S?

/__Raising and selling puppies,
birds, fish

shop
_Boarding, washing, and training

Pets
_Hatcheriesrabbits, frogs,

bees, turtles
_For raising animals

HAVE YOU A FLAIR FOR THE
CRAFTS?

_Ceramics,(decorative objects for
the home)

_rlslastics (innumerable kinds of..
objects for home and business)

_Metal-work (costume jewelry,
novelty, hardware, lamps)

_Weaving (rugs, scarves, hand-
woven tweeds and textiles)

_Leather

Now look over your talents and skills
on such questions as:

ote

Do any of these skills suggest po
or industry? Do they suggest
so, how much capital would be

How can Mind --out if there, is
an obiect or such.a service?

HAVE YOU A FLAIi FOR
"TINKERING"? 1,

-__FiXit shop.
__Radio repair iihop
__Bicycle repair shop
_Toy and .doll hospital

HAVE YOU A FLAIR' FOR
DRAWING?

_Greeting cards
Posters
_Stenciling
Art work for printers
:L_Designing "ads" for local stores

HAVE YOU A "GREEN THUMB"

_Potting plants
_fiaising oeirden plants fcy early

spring sale
_Designing winter bouquets
_Preparing herbs
_Growing berries
_Freezing home-grown foods

and try to get help from specialists

ssibilities for a job in local business
possibilities for self-employment? If
required? -

a local need or demand for such .



Topics for Discussion

Session III

This session affords an.opportunity to consult with represeitatives from
local or area business organizations whi* employ many persons in a
variety of jobs.

Suggested Procedures

Invite as many as possible of the area's business, industrial, and pro-
fessional organizations to send personnel directors or managers to this
meeting with a view ta discussing lob opportunities with interested merisers
of the workshop in all likelihood, these business firms or orgoetationrwill
be glad to accept suck an invitation and Will regard it as glad public re-
lotion's as well as an excellent opportunity to do recruiting. The representa-
tives who hover been invited should be briefed on the objectives 'of the
particular session they will attend, as well as te courseIe general. They
should be asked tO describe job opportunities in their organizations find the
minimum qualifications for such jobs. Suggest that they bring applidation
blanks with them and he prepared to recruit if a candidote appears who is
qualified and interested in a position.

Assign each of -the representatives to a separate roorn for the purpose
of interviewing 'or, if space does not permit this, allocate a separate area
in one large room to each.

Workshop participants should be encouraged "shep around" and
talk to persons from those business firms or agencies in which they have an
interest or curiosity.

fter this session participants should be told they ought to start "dig-
gin oing job research and reading materials suggested in the appendix
of this bulletin.
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Session IV

<HOW TO_ L OK FOR A JOB

Topics for Discussion

1. How to filid a job
State Employment Seryice
Commercial agencies
Want ads
College placement offices
Unions or professional associations I
Self-initiated interviews ,(identifying firms through Classified Di-

rectory)
Civil Service Departmentlocal, State, Federal

2. Writing letters of application

3. Preparation of-resume'

4. Preparation for ayinterview
Having jnforiMon ready on the following:

Past experience and education
.Specific and related skills
Reason for leaving last job
References (names and addresses)

5. The job interview
Promptness

Importatice of grooming
Attittide toward the interviewer
General behavior and speech

s.

Suggested Procedures

It is desirable to arrange to have the help of a personnel director for
this, as,wksll as the following session, to discuss such topics as letters of ap-
plication, resumes, and job interviews.

42,
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'For purposes, of illuitration, have on handa generous number of want
ads, publications of commercial agencies, and publications of the State
Employthent Servide.

Qpen the session with a discussion of,ways to look for a job, stressing
indiVidual resourcefulness 41"d-eating" a job. Give instructions on writing a
letter of application and resume, utilizing the State Employment Service
publicatian, Guide To Preparing a Resume, as a reference, Distriaute copies
'of the latter.

HOve the personnel director 'discuss (1) how employers screen letters
: of application"1 (2)'what constitutes a good letter,af application and resume)

and-(3) whatemployers look for in ion interview.
If time permits, practice in job interviewing can be achieved through

role playing, using th4 personnel director as' the "employer" interviewing
several "applicanti" for iggven job.

This ahoUld be `folloYed with comments from the ,workshop members
as:to 4ich of the applicants is most likely to be hired. The "employer"
shoulil then be:asked to comuierit. Further opportunities for experience in
being interviewed should be given during the next session.

Before the close of the session, ask tins .participants'to prepare during
the week, either a letter of application or a resume. These should be brought
in for discussion and evaluation the-following Week.

'
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Sekiiion V.A) .
4

*LYING FOR A JOB

Topics for Discussion

Criticisms of and -suggestifins on letters of applitation and resumis
Further job-interview demonstrations', . C2 .

Suggested ,Procedures

. Carefully plan the time to insure that each participant has a -chance to
get direct assistance with her letter of application and being interviened.
Once again you might enlist the aid of a personnel manager.

During the first part of the session, have each participant read her
letter of application. This should be followed by comments from the con-
sultant xis well as from the grOup. Partkipants should then be asked to

*: revis their original letters.
'fter all participants have had personal help, the remaindei of the

session should be devoted to a continuation of role playing in job-interview
situations..

31
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Session VI

*
REPORTS ON JOB RESEARCHING

a.Topics for Discussion

Individual reports on job-researching
. Evaluation

Suggested Procedures

This last session 'should,. be planned so that each workshop- member
has an opportunity, during the 2 hours, to discuss her efforts at job research-
ine and her plans for getting a job.'

Some of the women may have come toothe conclusion that they do not
really want a job, but merely a change from ihe "sameness" of everyday
living. Some may find they Would like tci go back to school, and complet4
high school or college education; some may wisirio enroll in adult education
personal enrichment courses. Others may want to become involved in some
interesting and challenging volunteer work.

For these women it Might be desirable to think in terms of one or two
other short-term courses, such as Continuing Education for Women or Ser-
vice as a fOlunteer the first-mentioned course would deal with the various
opportunities provided by colleges to encourage women to return to the
campus, and the many public schdol adult education programs sponsored
by the"Federal-government through the Manpower Development and Train-
ing Act.

By the end of the workshop, it may also become evident that some of
the woMen in the office occupations would benefit from short, intensive
refresher training in such subjects as shorthand, new accounting methods,
and comOuter. operation. In such cases, the school should make every effort
to follow through With the needed short-term training.

It is helpful to know the degree to which individuals have benefited
from parkapafion in any course or, workshop. Take time, therefore, to
have theraluation sheet, Worksheet D;(see page 26), filled out and re-
turned. Also, arrange to have participants send back the suggested followup
card, (see page 28) at a specified date, reporting on their developments
six months after the completion of the workshop.



I.

WORKSHEET D

.

EVALUATION OF WORKSHOP
(To be filled out during the last session

NAME

ADDREg

My primaey reason for taking the workihop wcis to get help kegarding:
.

(Check correct answer(s)).

_job opportunities
_how to look for a job
_how to write a letter of application
_other matters

The workshop helped me:

- _none
_some
_a little
_a great deal

More specifit comments regarding the above.





FOLLOWUP REPORT

(to be mailed. on
4month daY year

Re: Participation in Back to Work.Workshop for Women (six months
4 later)

I should like to report the following developments:

,

Name Address

-- 28
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SELECTED REFERENCES

JOB HORIZONS

Free Materials Available Fram New York State Agencies

New )(A State. Department of Commerce. Women's Program (Cartier
Articles). 230 Park Ave., New York, New York or 112 State St., Albany,
NeW York.

__Applying for your first ok, by Mrs. Gertrude H. Freese, The Department/
Careers for women with business degrees, by Edwina B. Hogadone. The
Department.
Careers in the travel business, by Dorothy Marsh. The Department.

__Careers for young women in banks, by Ruth F. Irish. The Department.
Careershome economists here and abroad, Helen G. Canoyer. The'
Department.

__Expanding opportunities for women in life insurance, by Betty S. Martin.
The Department.

___Bomemakers/ Reap rewards in retailing, by Karen R. Gillespie. The
Department.

_Aare careers for women in fashion, by Mrs. thy L. Wallis. The De-
partment.
Real estate as a "car 'er for women, by Mrs. Jos hine G. Schaefer. The
Department.

:_The luie Of librarianship, by Helen Vandervort. he Department.
Jobs for women in mental health, by Mrs. Ma aret M. Farrar. The De-

pa rtment.
(Job Horizons Series)
_...1c Pointers on how to apply' for that all-important first job, by Miss

Allalee A. Babbidge. The Department.
5 Careers for women in technical writing, by Mrs. Florence R. Smith.

The Department.
Careers for women in engineering, by Mrs. Anna Longbardo. The
Department.
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,LL2,0 Opportunities for women in New York State government, bi Ersa H.0
Poston. The Department. '

c
__23 Advertising as a career for women, by Lucene Fergus. The Depart-

ment.

New York Stafe. Department of Commerce. Women's Program, 230 Park
Ave., New York, New York or 112 State St., Albany, New York.
_102 ideas for a business of your own. The Department.
__Marketing a home product. The Department.
_Sales appeal in needlework. The Department.
_.__So you want to be a caterer. The Department.
_Nimble thimble shop. The Department.
_Xitchen shop. The Department.
_Art of needlework shop. The Department.
_The order of your appearance. The Department.-
lob hoiizons for New YorkState women. The Department.

(Business Service Series)

._2 On the joys and sorrows of running a gift shop, by Ruth Jones. The De-
partment..

.__3 Home secretaryservke, by Clorinda Rivette. The Department.

NeviYork State.:ilecutivn Department. Albany, New York
__New York women . . and their changing world. The Department.

New York State Department of Labor. Division of Employment. 370 Seventh
Ave., New York, New York.

Are 'you a woman looking for a job? The Department.
_Guide to preparing a resume. The Department.
_How to get and hold the right job. The Department.

-..LJ-tow-to-setyoerself-to-arcertiployer. The Department.,
_Unemployment insurance facts for workers. The Department.

The untapped pool of labor. The Department.
_Are you shating yourself off from one fourth of the labor market? The

Department.
_OldOr just mature? The Department. '
_Old is."old hat." The Department.
_Job testsa yardstick for hiring. The Department.

New York State. Civil Service Department. State Campus, 1200 Washington
Ave., Albany, New York.
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(
_Looking for a job? The Department.

.

_Careers for college graduates in New Vc0c State. The Department.
_Your career in public welfare. The Departtnent.
_Your invitation to' a career in , social 0/ork in New York State. The De-

rtment.

New York State. Education Department. Albany, New York.
_Making teaching your career. The Department.
_A college education plus preparation for teaching. The Department.
__A Career for you. The.Department. a 4 '

New York State. Department of Mental Hygiene, Office of Community .

Mental Health Services. 240 State St., Albany; New York.
_Career leaflets for jobs: Attendants. Nurses. Occupational therapists.

Recreation instructors. Psychiatrists. Clinical psychologists. Social Workers.
. The Department.

New York State. State Commission for Human Rights. 270 Broadway, New
York, .New York.
__Equal .rights in New 'York State. (jobsf housing, and public plaCes). The 1\,

ComOssion.

Free and inexpensive materials available from non-State agetsfakes.
Superintendent of Documents. U.S. Govt. Ptg. Off. Washington, D.C.

_Career guide fo;4demand occupations. The Departi.nent. 300.
LOccupational outlook hondbook. 1963-64 ed. The Department. $4.75.
_Occupational outlook rarterly (Monthly Magazine). The Department.
_.Teaching opportunities, a directory of placement information45¢.
You can get that job. (Maturity is an asset) Th Department. 160.

Memo on job finding for the mature woman. 'I' e Department. SO.,
_Today's woman is toniorrow's world. The artment. 500.
_Job finding techniques for the college woman. Leaflet 27:The Depbrtment.

lOrt.

U.S. Department of Labor. Woman's Bureau. Washington, D.C.
_Careers:

Part-time employment for women. The Department. Free.
Professional engineering. The 'Department: Free.
Science futures for girls. The Department. Free.
1965 Handbook on women woikers, Bulletin 290.



Alumnae Advisory Center. 541 Madison Ave., New york, New York.
24 jobs for 'the'liberal arts major. 25C,

American Association of University Women, EducatiOnal Foundation, Inc.
New careers for. women, 1970-80.

Federation Employment and Guidance Service. Richard J. Arrnhard Meml
orial Library. 215 Park , Ave. S. New York, New YorL Refointes -for the
employment of mature womeryand/or their continuing education (A selected
bibliography and aids). 350. , .

A;
Institute of Life Insurance. Woman's Division. 277 Park Ave:, New YOrk,'
IsIttw York.
__Working women . . who are they? Free..
__Aur financial workihe`it (A puide fo1 women returnihg to the job

yerld). Free.

Changing nines Reprint Service. 1729 H St. NW., Washington, D.C.,
Reference source for job henters. 35¢.

NOW York Life Insurance Co. Career Informatiph Serviee. Box 51, .Madison
Square Station, tlew York, New ifork. Career Opportunities (56 boOets
on careers written by authoritiesin their fields). Free. '

Rochester Institute of Technology. 65 Plymouth Ave., S. Rochester, New
York. Vocational Guidance Series. Free.

National Education Association. 1201 Sixteenth St. NW., 'Washington,
D.C. Public leachingopportunities for women college graduates. Free.

Catalyst in Education. 45 Labbe Ave:, L.ewiston, Maine. Teaching: A. national.
directory of preparation programs for women college graduates. $4

American Home Economics Associationsl 600 20th St. NW., Washington,
D.C.
__Home economics offers you al career in 4social welfare or public 'health.

150.
Unfold your fqture in home economics. Free.

career in home economics extension . . A. diamond in your life.
____Home economics career wheel. Free.
,Career opportunities in home ecopqmics in business. 35¢.

Community Service Society. 105 East 22 St., New York, New York..
Careers in social work. Free.
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'2SociOl case workWhat it is. Free.
__Questions and answers about social work. Free.
Committee on Nufsing. National League of Nursing. 2 Park Ave., New
York, New York.
_Careers in nursing: Free.
__Islursinga profession for you. Free. -

American Institute of Certified Pliblic Accountants. 270 Madison.Ave.; New
YOrk, New YorL Accounting may be the right field for you. Free.
Ainerican Association of Advertising Agencies, Inc 420 Lexington Ave,
Nw York, New York. The advertising bUsiness and its career opportunities.
100.

. Young Women's Christian Association of the United States of America.
Bureau of CommunicatiOns. Natioaal Board of the Young Women's
Christian -Association. 600 Lexington Ave., New' York, New York. Vista's
for women. Free.

BOO S
Cusleij,Margaret. The woman executive. New York. Harcourt Brace. 1958.

Cooper, Joseph D. A woman's guide to part-time jobs. Gaiden City, New
York.- Doubleday. 1963. $4.50.

Edlund, Sidney. Pick your job and land it. New Jersey. Prentice-Hall, Inc.
1940. $4.05.

Forester, Gertrude. Occupational literature: An annotated bibliography.
New York. H. W. Wilson Co. 1964. $4.95.

King, Alice Gore. Career,apportunities for women in business. New York.
Didion. 1963. $4.50.

Leeds, Gertrude. How to get-Ifour first job. Washington, D.C. Atkintic Book
Co. 1958. $1.

Mainzer, Martha E. Unusual careers. NeW York. Knopf. 1962. $3.
Whitcomb, Helen, & Lane, Rosalind, Charm: the career girl's guide to

business and personal success. New York. McGraw,Hill Book Co. 19
- $6.95: ,

Winter, Elmer. A woman's guide to earning a good living. New York..
< Simon and Schuster. 1961. $4,95.

WykofF, Marguerite. Occupational planning for women. New York. Harpers.
1961.45.
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JOB TRAINING, GUIDANCE,

AND OPPORTUNITIES

FOR CONTINUING EDUCATION

THROUGH

PUBLIC SCHOOL ADULT EDUCATION*

r:

4

*Excerpted from a report prepared
Blanch Nechanicky, Henrietta F.
Albany, New York 12224
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by Dorothy Dawson, Elizabeth twell,
Rabe. State Education Department,
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ADULT SECONDARY EDUCATION

Adult education classes at the high schoollevel have increased rapidly
in recent years owing to the trend of establishing the high school diploma
as a minimum educational requirement fae initial employment Most of the
many thousands of persons enrolled in-these classes in New York State last
year were women. -

Many public schbols offer two or more routes to qualifying for a high
school diploma through adult educatien. One route is by passing examina-.

tions conducted bfthe4school for each required subject. This method best
meets the needs ota person who already has accumulated some high school
credits. The Board Of Regents recently authorized 65 percent as the passing
grade for all Regents Examinations, including those taken by adislts in ac-
celerated classes.

A second plan of qualification comes through the high school equiva-
lency testing program.

Higiqchool Equivalency Testing Program

The 4ploma which can be obtained through this program is the _legal .

equivaleht of a diploma issued by 'a_high_schooLandta -suckLc-of-
value to an adult who wishes to cluisriY for certain types of employment- or
for promotion. It May 'also meet, minimUm requirements for entrance into
some colleges in New York State. IndMdual colleges should be contacted
for specific requirements.
Age qualifications: Twenty-one years "of age or over, or 18 years of .

age and out of school for two full years. -
ResidenCe: Must be a bona fide legal resident of New York

State.
Areas of study: The five tests of the battery cover the five subject.

areos usually found in the high school curriculumi
grammar, social studies, natural science, English
literature, generaemathematics.

Fee:

Testing agencies: Thirty testing agencies located throughout New
York State offer, these examinations at regularly
scheduled intervals.

35
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Application pr um: Applications may be obtained from the prin'cipal
(or counselor) of the nearest high school. Applica-`
tion must be signed in the presence of the principal
(or counselor) who will send the application and
fee to the testing agency at which the applicant
wishes to be tested«

New York State Regents High School Diploma

- An applicant who earns a Nor York State High School Equivalency
Diploma can also earn a State Regents High School Diploma by passing,
with satisfactory grades, Regents examinations or their equivalent, in:

English comprehensive

American history and world backgrounds HI or American history II
and world history ,
A major sequence Of three units in an elective field

Mrs

College Proficiency Examinntion Program

This provides persons who lack formal educational requirements but
who have acquired extensive experience and knowledge in other ways to'

Cletfiwitteatetheirgraspof academic-and professional-content.-
Anyone who believes he is proficient in one or more of the common

fieldspf college study may take the College Proficiency ExaminVon.

Age limit: None
College Credit: Amount of credit that may be earned, by exami-

nation will be determined by each institution.

Regret'? The New York State Board of Regents has recom-
. mended that no more than half of the credits re-

quired for a degree be granted on the bisis of
examination alone.

Examples of areas College Proficiency Examinations are available in

of study: such sublects as; American history, American litera-
ture, biology, calculus A, calculus B, chemistry,
economics, educational psychology, European his-

, tory, ,freshman English, French, Germwsialian,
Russian, Spanish, physics, Shakespeaee, tests and
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measurements, Western civilization. Write to the
New York State Education Department for a com-
plete listing.

Fee: a
415 for each examination.

institutions: Many New" York State colleges and universities
have agreed in principle to the idea of granting
credit for satisfactory performance on the College
ProfiCiency Examinationi, Policies vary and the
individeal colleges should be contacted for Credits
to be el lowed.

Teaching certificates: Individuats who held;a beccalaureate degree or
foreign erjuivaliiiiriiiid -wish to teriCh may satisfy
some of the certificatioli-requirpments ,by exami-
nation. Passing scores determined by the State
Education Department will be accepted in lieu of
course Credit to" satisfy requirements in general
education)* the teaching field, and ill professional
education. No exciiiitttion is contemplated' to re-
place the practice teaching experience.
Certified teachers mai also use the examinations
td meet some requirements far permanent certffi-
cation or td extend certification to a second sub-
fed:For-further-information- vitite-ft "Ceitification
Unit, Division of Teacher Education and Certifita-
tion, New York State Education Department,
800 North Pearl St., Albany, New York 12204.
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BUSINESS AND OFFICE EDUCATION

Interest and participation in adult business education ha lieOd to
the point whe're it is an important part of most public school bus ness pro-
grams. At the present time courses are offered in almost every phase of,
modern busines.s. .

A few of the specific occupations for which adults are prepared include:

Bookkepper
Bookkeeping machine operator.
Clerks in tralle
File clerk
Hotel clerk
Insurance clerk
Mail clerk
Office machine operator
Payroll clerk
Receptionist and information clerk
Secietary.
Stenographer

- _ Stenotype operator _

Telephone operator
Ticket agent
Typist
Varitypist
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DISTRIBUTIVE EDUCATION

The prograM in distributive education is designed to prepare adults
for initial employment in tliO dietributive occupations, upgrade present
employees for new and better, jobs, ond retrain 'workers*ho are returning
to the field. The program is offered at timis most, cOnvenient for enrollee's
mornings, afternoons, eveningsi-On. Weekdaystiand Satardays. Programs
are made available through-lataisCheol dietricts and are hoUsed in schools,
offices, and 'stores, as well cte in other places appropriate for instruction/
such GS librwies, chambers of coMitiercfactariei, 'and service clUbi. In
some schools Classes' are offered at- ne cost, while at others. there -is co sMall
registration fee for the cost of instruction and/or materials and su)Iplies.

Distributive education courses include tiie

* Advertising

Business management

Buying and merchandisjng problems

Credits and collections

Insurahce

Preseasonal employee training

Rear estate

Retailing
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HOME ECONOMICS

Persons who may benefit from employment preparation in:home eco-
nomics at the adidt level include adults who must remain at home, yet want

'to capitalize on personae skills., to increase faAy income; adults whose
responsibilities are', reduced And. ,who now seeknegular employment; and
those who are regularly 'both wage earners and homemakeri and are in-
tere44..in improving present skilkor in 9ainiecinew ones.,

The eelPlereent PreParet!eeePregram will focus op thejleeds of adults
and, the hame-related occuPations .,available in, the knot district.' The pur-
pose of tife program is,fo provide training that will help thoie who:

have aI1liy tO .adircince', in the oecupatiOnal bred lnvhich ::
employed but.neect additional education

need to improve ski& Used in present jobs

need nevi or.a &lona! skulls to adiust to technological changes in
their occupational, area

are Presently employed in jobs which are becoming limited or ob-
solete as a result °of chbnges in production methods, international
markets, consumer dernands, dnd general economic conditions'

areleterested in centering the ,labdr_inarket_huthave_na_basic_prep-___7_
aration for employment

Soive occupations using home economics knowledge and skills that
have keen identified, for adult employment preparation are listed below.
Others irlay be found bit exploring possibilities in the local Community:

Child care center-worker

Clothing caterer

Clothing maintenance specialist

Companion to an elderly person

Food service worker

Homemaker's assistant

Hotel and :notel houiekeeping aide

Management aide in low rent housing project

Visiting homemaker
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'MANPOWER' 1:0EIVELOPMENT TRAINING
PROGRAMS

-

A program (OK the training of unemploYed and underemployed workers,
and a broad program of research in the field of manpoWer have been es-
tablished by the Manpower Developmerit and Training Act of 1962. Siticb-
it is a landmark in domestic economic legislation, the Act is of interest not'
only to those directlyaffected, but to all Americans.

Responsibility for the development of MDTA training programs is
shared by the New York State Department of Labor and the. New 'York
State Education Department, The Labor Department is responsible, for de-
termininithe need for recruiting trainees and for assisting in their place-
ment upon completion of training. They are also responsible for subsistence
parrients and share the risponsibility of approving programs with the
State Education Department The State Education Department is responsl-
ble for ,the training programs.

The Act provides a program for the training of workers for job op-
portunities that have been found through research and other means, such as
labor market surveys. Individuals are selected for programs who are in one
of the following categories:

unemployed (includes' members of farm families with less than $1200
vnnual-net-familrincome)

working below their skill capabilities

working substantially less than full time

will be working less than fpIl time or will be unemployed because
their skills have become, or are becoming obsolete, or

are between the ages of 16 and 22 and in need of occupational
training and further schooling

Before training is undertaken, however, it must be determined that:

these workers cannot reasonably be expected to gdt appropriate
full-time employment without such training and

there isireasonable expectation of employment in the ocaation for
which the worker is to be trained
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There is no cost to trainees for any training received under the Act. At
present, 100 percent of the operating cost of training programs for unem-

. /
ployed persons is paid t)), the Federal Government through the Department
of Heolth, Education, iand Welfare. After June 30, 1966, however, the
Federal Goveinment will pay 90 percent of the cost of the program, and the
remoing 10 percent/will be paid from other funds. Many workers enrolled
in frainir programi under the Act will be eligible for 'allowances under
certain 4nditiàns. Opecial counseling services are available to trainees.

Son* MDTA reas in which women are enrolled include:
,

Bookqepind machine OPerator
Ca
Gr checker .

Nu aide
Practical/nurse
Steriographer
Teacher
Typbt

OPPORTUNITIES FOR INDEPENDENT STUDY
State University of New York, Albany, Office for Continuing Education.
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'City University of New York. University of the air catalog. 1968.
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This booklet is published primarily for use in the schools of New York State,
and free' copies are available to New York State school personnel when
ordered through a school administrator from the Publications Distribution
Unit, State Education Building, Albany, New York 12224. -
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